
Attention: Scheduling Section. 
.~~ ~ ~ 

Comptroller General's Office 
Enforcement Division 
Suite 7 0 7 ,  West Tower, Floyd Bldg. 
Atlanta, Georgia 30334 

- -- -. .- 
Application Numbar 

FOR RECORDS MANAGEMENT USE 
Application Number 

__ 79-123-R 
Date Received Date Completed 

I ___ ~1-- -. 
. .  .- 

Working Titie 
, 656-2060 Principal Secretary 

.. ~.~~~ ~. ~ 
~ ~. ~~ 

___I ~- ... .~ _.__ __ 

a. 0 Estatiiisn Retention Schedule; r+ord will continue to accumulate. 
b. 0 Dispose of no further accumulation anticipated. 

Check One: Change; 0 Suprcede; 0 Void 
(followed by title used in office; if different) 

c, 
4. Dates of Series t Earliest Latest 

Investigation Files -___ _ _  
What is the function of the Division and theoffice in which this record series is created? 

The Enforcement Division is charged with the responsibility of upholding the 
duties of the Comptroller General's Office by promulgating all regulations, 
rendering administrative aid and by taking quasi-judicial action for the Insur 
ance Department, the Industrial Loan Department, and the State Fire Marshal's 
Office. The Division receives and evaluates all information from all divisior 
of the Insurance Department before any order or citation is issued by the 
Commissioner. The Division also handles all such research that are referred t 
it from the Insurance commissioner o r  the Chief Deputy Insurance Commissioner, 
as well as requests for legal assistance o r  interpretation from other deputy 
insurance commissioners. The Division also considers, prepares, and reviews 
various documents for the Commissioner's signature and for such legal action 
as may be deemed necessary and administers all the requirements of the GeorgiE 
4nsuperis-4 A_- - -__I-_. 

7. Record Series D-' Tki%: contains the following documents (include form numbersand titles, if any): 

Documentsrelating to: maintaining case files on all agent investigations referred tc 
the Enforcement Division for disposition. 

lncludedare: individual folders f o r  each case containing internal mem6s trans- 
mitting the case to the Division; responding memo verifying the case and 
assigned case number, etc.; correspondence with insurance companies; invitatj 
to agent for informal conference to discuss the charges o r  problem; copies of 
related legal documents; working papers and supporting documents such as 
research information, conference notes, etc; and copies of Revocation Order 
o r  other type of Order summarizing the results of the case (if case is closec 
because of insufficient evidence, etc., it is closed by internal memo). 
Also included are Docket Books-containing assigned case number and brief information about 
each case,  and annual l i s t i n g s  of  agents which serve as cross-indices to the f i l e s .  
Fileisarranged: 

D 1 

Attach samples of the file. 

Alphabetically by name of agent. 

-__I..I_ ~ 
~ 

Reference Rate How often are records referred to which are: 

One to six months old 100 ; Seven to-twelve months old 100 ; Thineen to twenty-four months old 10 -; 
tyenty-five .months and older-0 . . 7 ', 

Letter-size drawers ; Legal-size drawers 5 ;Shelves - 9  * Other (sp&ifyJ 

-----. -__ - 
of Accumulation of Ramrds 



c. Federal law 
Ll(a) O.C.G.A. 

ea s, f. Federal reten ion i structions ye rs. 
33-23-64 p r o % m a t  f icensee whose l icense  6,s 'been r e v o x a y n o i f e  

another application as  an a ent, etc,. within 2 years from e f fec t ive  date of revocation. 

I n  o r d e r  t o  m a i n t a i n  p r o p e r  a d m i n i s t r a t i v e  r e c o r d s l h i s t o r y  o f  a g e n t s  a g a i n s t  
whom i n v e s t i g a t i o n  for p o s s i b l e  a c t i o n  o r  a d m i n i s t r a t i v e  a c t i o n  h a s  b e e n  t a k e n  
t o  r e a s o n a b l y  p r e c l u d e  f u t u r e  a p p l i c a t i o n  a n d  l i c e n s i n g  o f  s a i d  a g e n t s  d u e  t o  
p r e m a t u r e  d e s t r u c t i o n  of case f i l e s .  (Ex. a g e n t  l i c e n s e  r e v o k e d  1980,  s u b s e q u e  
&Am&%kposit ion Instructions %is agency recommends that  the fi le series be s:t$G:hbWeAd of each: 

Attach copy or excerpt of laws or regulations. E xplain administrative need. 

i-e;s-fsr-4-$.een 4 - 9 & 4 J & c r + l & k W  . thol l t f ikL -. 

Agents Investigation @ Calendar Year; Fiscal year; 0 Other ~ __  ._ -then, 
Case F i l e s  - - 

@ Hold in the current f i les area _- .-month(s) ____ 2 year(s); then -* 

0 Transfer to local holding area, hold -_. -.-year(s); then 
Transfer to State Records Center: hold ~ _ _  6 --.year(s); then d e s t r o y  
Destroy. 

D Transfer to State Archives for permanent retention. 
SZI Other (Specify) 

When case i s  c l o s e d ,  remove  f o l d e r  f r o m  a c t i v e  f i l e  a n d  p l a c e  i n  i n a c t i v e  f i l €  
c u t  o f f  i n a c t i v e  f i l e  a t  e n d  of e a c h  c a l e n d a r  y e a r ;  h o l d  i n  c u r r e n t  f i l e s  a r e i  
two  ( 2 )  y e a r s ;  t h e n  t r a n s f e r  t o  S t a t e  R e c o r d s  C e n t e r ;  h o l d  s i x ( 6 )  y e a r s ,  
t h e n  d e s t r o y .  

Docket Books - When book is  f i l l e d ,  place i n  inactive f i le;  hold i n  current f i l e s  area 10 

-Listings - Cut of f  f i l e  a t  end of each calendar year; hold i n  current f i l e s  area 10 

-- 
y&ar$- Znhd unt i l  no longer needed for reference; then destroy. 

years and unt i l  no longer needed for reference; then destroy. 

These instructions apply to a l l  prior and future accumulations of the series. 

. 
' /  

ecordr Committee (Signahre) Date 
lecommendations in para- 
lraph 12 are approved, 
I f  dispproved, attach letter 
if explanati0n.j 

Attorney GeneralIDe 
-__. . ~~ 

3-50-71; R w .  76 ~ T- 

- -  

= 



APPLICATION FOR RECORDS RETENTION SCHEDULE 

~- - FOR AGENCY USE 1. Agency Address 
Application Date Comptroller General's Office ; 

Enforcement Division 

Atlanta, Georgia 30334 
Room 232, State Capitol - - -. . -. __ 

Application Number 

- ~ ~ ~. _..I_ 

FOR RECORDS MANAGEMENT USE 
fl 

Application Number 

-7% ' I  2 3 4- 
Date Received Date completed-- 

-JUN 2 6 198113uL 9 198f 
~ - - - .  - ... . ~~~ -~ .- - ~ 

7. Record Series Description 

Documents relating to: maintaining c a s e  files on all  agent investigations referred to the 

Included are: individual folders for each c a s e  containing internal memos transmitting the c a s e  

This file contains the following documents (include form numbenand titles, if any): 
Am& samples of the file. 

Enforcement Division for disposition. 

to the Division: responding memo verifying t h e  c a s e  and assigned c a s e  number, etc.: 
correspondence with insurance companies; invitation toqjaent for informal conference to 
discuss  the charges or proble; copies of related legal documents: wprking papers and 
supporting documents such a s  research information, conference notes,  etc; and 
copies of Revocation Order or other type of Order summarizing the results of the case 
(if c a s e  is closed because of insufficient evidence , etc., it is closed by internal memo). 
Also included is a Docket Book containing c a s e  number and brief information about the 
case and a n  alphabetical list of agents prepared a t  t he  end of each year. 

File is arranged: chronologically by calendar year: thereunder numerically by case number. 
Docket book is arrgnged chronologically by calendar year. 

_I---__I_--c___~ --- - -_- 
8. Monthly Referencn Rate How often are records referred to which are: 

8 .  One to six months old --188-;; Seven to twelve months old loo ; Thirteen to twenty-four months old -, 
twenty-five months and o l d e r L - ?  

Letter-size drawers 

___ --- - -~ __. 

: Other (specify) -.----- 4 : Legal-size drawers --; Shelves 
9. Annual Rate of Accumulation of Records 

c 
~ 

I 

(Owr) 



Attach copy or excerpt of laws or regulations. Explain administrative~need. In order to maintain proper adm. 
-ecords/history of agents against  whom investigation for possible action or administrative 
iction has  been taken to reasonably preclude future application and licensing of said agents 
lue to  prematuk destruction of c a s e  files. (Ex.  agent l icense revoked 1980, subsequently 
*eapplies for l icense 1991 - would not know why revoked without file). 
12. Aoorwed Disposition lnstrudions 

~ . ~_- -__.. __ - ~ ~~ - ~~ ~~~ ~. 

This agenq recommends that the file Fries be cut otf a t  tht end of each: 

XI Calendar Year: 0 Fiscal year; 0 Other -.-:.._~-~-- - 
~ . .  . 

i 

. .  
- - 

- =Hold in the current fi les area ~ .~ ~~ ~- month(s) 

&Destroy. - .  

0 Transfer to State Archives for permanent retention. . -  . 

&Other (Specify) ~ .. - .~ - 

- year(s); then - - -  
. .  

2 
0 Transfer to lo&l holding area, hold - - ~  --year(s); then - - - - 
@Transfer to State Records Center; hold -8. . .--year(s); then - 

- .~ . .  , :  - . . ,  

. .  
- 

When case is c losed ,  remove folder from active file and place in inactive file: 
cu t  off inactive file a t  end of each  calendar year: hold in durrent files area 

. -  two years; then transfer to State Records Center; hold ' .. Byears, . .  then destroy. . _ L J  

- - - - -  

- - -  
Docket Book and L i s t  of Agents: Cut off file a t  end of each calendar year;hold 
in current files area -10 years, then deskroy. r ~~ 

. .  -~ . .  - . -  

- 
These instruaions apply to al l  prior and future accumulhions of the se6es. . , - , ,  

- - -  

mraph 12 are approved. 
I f  disappioved, attach letter 
if explanation.) 



- .- * . - - - - - _I - - - 
p x m  lumn 1 

# - 
tion requiring security handling? If yes, cite law or regulation. 

! 

11. Retention Requirements xhe following requires the series to be kept: 

a. State Law O y e a r s .  1. Audit period - -years. 
b. Statute of limitation . A . y e a r s .  a. Administrative need - 10 years. 
c. Federal law -years. f. Federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. In order to maintain proper adm. 
ecords/history of agents  against  whom investigation for possible action or administrative 
iction h a s  been taken to reasonably preclude future,application and l icensing of said agents 
lue t o  premature destruction of c a s e  files. (Ex. agent l icense revoked 1980, subsequently 
eapplies for l i cense  1991 - would not know why revoked without file). 
2. Aooroved Disposition Instructions 

- 
This agency recommends that the file series be cut otf ar tht end of each: 

Zl Calendar Year; 0 Fiscal rear; 0 Other -----then, 

P H o l d  in the current files area month(s) year(s); then 
0 Transfer to local holding area, hold __ 
STransfer to State Records Center; hold 
&Destroy. 
0 Transfer to State Archives for permanent retention. 
a0 t her (Specify, 

-year(s); then 
8 year 1s) ; then 

When c a s e  is c losed ,  remove folder from active file and place in inactive file: 

4 00ruIccsd)ion b i t *  

Docket Book and List of Agents: Cut off file a t  end of eac:: calendar year:hold 
in  current f i les  area 10 years,  then destroy. 

These instrucrions aoply to al l  prior and future accumulations of the series. 



.-- 
OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTORY 
RECORDS MANAGEMENT DIVISION 

FOR RECORDS 
-- 

number and brief information about the case and an alphabetical list of agents prepared 
at the end of each year. 

Docket Book is arranged chronologically by calendar year. 
File i s  arranged: chronologically by calendar year; thereunder numerically by case number. 

__ .--. __ --__-I ---I- _l__l_ 

0. Monthly Reference Rate How often are records referred to which are: 

One to six months old ---; 100 Seven to twelve months old A&!-: Thirteen to twenty-four months old -6; 
twenty-five months and older- ___ ? 

9. Annual Rate of Accumulation of Records 
Letter-size drawers ----: Legal-size drawers 4: Shelves 

- ---_ _I- - I--_ 

; Other (specify) -__ 
1 

LI 1 

'- INSTRUCTIONS: See Publication No. 76-EM-! for icstructions on completing this form. Forward signed original to 
Department of Archives and Histdy, Records Management Division, 330 Capitol Avenue, Atlanta, Georgla, 30534. ' 

i Axention: Scheduling Section. 

, FORI(RECORDS MANAGEMENT I -.-I-_ USE r--~T& ---I-- FOR AGENCY USE Comptroller Address General's Office Application Number Apqlication Data 
Enforcement Division 
Enforcement Deputy's Office 
Room 232 State Capitol 
Atlanta Geor ia 30334 

Date Received Date Completed Application Number 

'APR 2 0 1973 I ~ U L  20 1979- . . __ -_ -___ --L2 ~ _ _ _  ___ 
Working Title Telephone Number 

r--- 
j=TiGz ;oContaZ=-- 

Secretary -_ 656-2060 .. Cathy Karr 
3. Action Requested 

a. XX Estamisn Retention Schedule; record will continue to accumulate. 
b. 

I -L-=:-v___-~--__-. ~ ~ - =-.-- ~ . ~.~ . . ~ ~ ~  ____ _L_____ 

0 Dispose of present accumu1ation:po further accumulation anticipated. 

I 
I cLO_Amend - 

AGENTS INVESTIGATION FILES 
__ _- -__.-.----..-_..~.__I_ ~ _ _ -  

What i s  the function of the Division and the Office in which this record series is created? 

p a t e s  bf Series 

1 x 6 9  . I present 
r 6. Division and Office Function 

Zarlkst Latest 

! 

I 
L-------- -_____-__._I 

7. Record Series Descziption 

Documents relating to: maintaining case files on all agent investigations referred to the 

This file contains the following documents (include form numbers and titles, if my): 
Attach samples of the file. 

Division for disposition. j. 



- I -b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 
Acts 1960L-m 289,424 . 

x I 1 --II--- 

@?e&&patureI Date 

9- p.77 

, 21 
~ 

have h i s ~ c a l  or lonpterm research value? 
e. When one or two documents in the fi le make it necessary to keep the entire file for a l y g  period, could these 

~ 

--- 
contained in this series ever analyzed and/or recorded in a summarized report? 

hAwu. Summarized in Docket. Book; also Monthly Statistical Reports 

--...- 
_Lls_thiMdmamajQcgortion ofiLrreguJarlu mkdilmed? - 

r d wietrwltin xcmoutemr in t U  
11. Retention Requirements The following requires the series to be kept: 

years. 0 -years. 1. Audit period _c- 

5 years. e. Administrative need --- ,yeart. 
c. *Federal law --years. f. Federal retention instrucu'ont 0 years. 

a. State Law 
b. Statute of limitation -u---- -- 

Rqords Management Officer lsigrtature) Date 

- m - 7 9  

.Attach copy or excerpt of laws or regulations. Explain administrative need. 

Agent has two years after case is closed to appeal. 

lll_lllllll __- ~ _I---- - ____ 
12 Amraved Disposition Instructions This agency recommends that the file series be cut ott ar tht end of each: 

a Calendar Year; 0 Fiscal rear; 0 Other then, 

2 
yearb); then 

=Hold in the current files area 
0 Transfer to local holding area, hold 
KKTransfer to State Records Center; hold 3 year(s); then 
\nr Destroy. 
0 Transfer to State Archives for permanent retention. 
KK Other (Specify) 

When 
cut off inactive file at end of each calendar year; hold in current files area 
2 years; then transfer to State Records Center; hold 3 years,then destroy. 

month(s) -__ year(s1; then 

case is closed, remove folder from active file and place in inactive file; 

Docket Book and List of Agents: --- 
in current files area 10 years; then-destroy;. 

Cut off file at _ _ _  _.. end-of -. - .  each calendar year; hold 

/- 

_._------- .^... . % ..-- 

h a t e  R k r d s  Committee (S&mture) Date 
Recommendations in para- 
graph 12 are approved. 
( I f  disapproved, attach letter 
of explanation.) 

t 
/ €3-50-71: 

- -  ' - __ - - _ - .  _-_ .- - ,"_ - - -  
~ ~~ ----_ - 



- I - - 
.- . .-____ ~~~ 

a I > I  

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION - ~i ~. -..----,d-.- __v"~-l ..I-. __- . -r .,.,. ~ __ _. . ...- 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

FOR AGENCY USE - - _ _ ~ -  -- 
4pplication Date 

INSTRUCTIONS: See Publicatidn No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

1. Agency Address 
Comptroller General's Office . 
Enforcement Division 
Enforcement Deputy's Office 
Room 232 State Capitol 

-- - - -- -- AtkE!LaLG:!??iS20334 - __ _ _  ~~~ _ _ _  

=cation Number 

CPerson to Contact Working Title 

_. - _. . - - - 

Cathy Karr Secretary 

_ . _ . _ - - . - - - . . . - . _ . _ I - _ .  -̂ ... 

.. FOR RECORDS MANAGEMENT USE - . -. - -. .. -. . . . . -. . . . 
Application Number 

__---__I. 79- __ 123 
Date Received Date Cam~leted 

656-2060 
~ - I~__, . - ~~. ~~ .- ~- . ~-~~ ~ ~ ~ . ~ ~~~ ~ 

~ ~ -..- 

3. Action Requested 
a. 
b. 

Estaoiisn Retention Schedule; @cord will continue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

- c. ~ -- Check __~ One: 0 Chans2X!3!zr -edeS-Vo_id ~ .. ~ . __-. .. . .,- - 
4. Datsr of Series 
Earliest Latest 

Title (followed by title used in office; i f  different) 

AGENTS INVESTIGATION FILES 
____ - -~ _ _  I_~ - . 

6. Division and Office Function What is the function of the Division and the Office in%hich this record series is createdj-- 

- -~ ~ .. . . ~ ~~ .-.- -_L__---_- ~~ ~~ ~. ~ 

7. Record Series Description This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documents relating to: baintaining case files- on all agent investigations referred to the 
Division for disposition. 

Included are: individual folders for each case 'containing &internal meinos transmitting the 
case to the Division; responding memo verifying the case and assigned case number, 
etc.; correspondence with insurance companies; invitation to agent for informal , 

conference to discuss the charges or problem; copies of related legal documents; 
working papers and supporting documents such as research information, conference 
notes, etc.; and copies of Revocation Order or other type of Order summarizing 
the results of the case (if case is closed because of insufficient evidence, etc., 
it is ciosed by internal memo). 
number and brief information about the case and an alphabetical list of agents prepared 
at the end of each year. 

Also included is a Docket Book containing case 

Fileisarranged: chronologically by calendar year; thereunder numerically by case number. 
< Docket Book is arranged chronologically by calendar year. 
One to six months old ~. 100 ..-.-; Seven to twelve months old lok--;  Thirteen to twenty-four months old 8- -; 

. i .  

...- .... __-__________I._____ . . - 
8. Monthly Reference Rate How often are records referred to which are: 

... 
twcnty-five months and older-~ -'? 

9. Annual Rate of Accumulation-of Records 
Letter-size drawers -~ ___. 

~ . ~ .  ~ -. ~- __ _ _  ~ _ _ _ _  ~______ ~ ~~ 

Legalsize drawers 4 _.-_;Shelves ----; Other (specify) -~~ ~ . -~ 



,Es I NO 
I 

- -  

1. Retention Requirements The following requires the series to be kept: 

0 0 --_-years. 

-years. f. Federal retention instructions 0 --years. T-- 
years. d. Audit period 

.& 
-- 

T-- years. e. Administrative need 5 -years. 
a. State Law 
b. Statute of limitation 
c. Federal law 

~- 

I Attach copy or excerpt of laws or regulations. Explain administrative need. 

Agent has two years  a f t e r  case i s  closed t o  appeal. 

--- 1---_ _--____I___ ___ - - - . ~ - I  

2. Anwowed Disposition Instructions This agency recommends that the file series be cut otf ar thb end of each: 

@f Calendar Year; 0 Fiscal year; 0 Othei -___lll_ then, * .  
2 Hold in the current files area --,month(s) ______ year(s); then 

i' 

0 Transfer to local holding area, hold --.year(s); then 4' 

IIl( Destroy. * 
0 Transfer to State Archives for permanent retention. 

5 

I 

=Transfer to State Records Center; hold 3 year (5) ; then 

gK Other (Specify) 

When 
cut  of f  i nac t ive  f i l e  a t  end of each calendar year; hold i n  cur ren t  f i l e s  area 
2 years;  then t r a n s f e r  t o  State Records Center; hold 3 yearS,then destroy. 

-. 
case is closed, remove fo lder  from ac t ive  f i l e  and place i n  inac t ive  f i l e ;  

Docket Book and L i s t  of Agents: 
i n  cur ren t  f i l e s  a rea  10 y e a r s ~ J e s t ~ y ~ . ~  

Cut off f i l e  - at  ~~ ~~ end o f :  each ,calendar  year;  hold 

. .  
-__- - .' -. 

. . .. f ./--- '- 

These insvuctions apply to a l l  prior and-future accumulations of the series. . 
r-__-- 

/ - . .~ ~ 

t -_ Officer IS!gnaturel 

lecomkndations in para- 
raph 12 are approved. 
ff disapproved, attach letter 
f explanation.) 

_._ I_ ~ .. . 
I-50-71; Rev. 6- 


